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Electronic Packets Instruction Manual

What is an electronic packet?

The electronic packet consists of the majority of the documents in the paper version of the
hearing packet: agendas, minutes and staff reports. We exclude memos to the
Commissioners (especially the one that says dinner will be served) and most attachments
with more than 10 pages. Most documents should be in some type of electronic format
already (Word, PowerPoint, etc), as most of the documents are internally created or stored in
CDS; there will be some documents, such as site plans, that will need to be scanned. All
documents are then compiled or converted into PDF format and posted to the web.

1. CDS Documents to be converted:
= Agendas (Final, Study Session and Tentative)
= Minutes to be approved at that hearing
» Reports & Stips
= All other attachments saved into the Case Folder (Graphics, Traffic Impact, etc)

2. Documents to be scanned:
= Signature page of report
= Applicant’s Narrative (if not provided electronically)
= Site Plans & other 11x17s
= Any other applicant provided attachments

3. Documents replaced with “on file” page
= Any attachment that is greater than 10 pages unless deemed necessary for the
readers understanding of the case

4. Documents excluded
= Memo to Commissioners stating when hearing starts and when dinner served
= Any other internal memo from Staff to Commissioners
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What do | need to start?

1. Full version of Adobe Acrobat — see your Technology Coordinator if you don’t have it
2. Paper Capture Plug-in (Free Download from Adobe web site)
3. Conversion Macro on Toolbar for CDS conversions
**To convert a CDS document to PDF you will have to have the Macro manually
placed upon your menu bar. It should appear as show below. If you don’t have
the Macro on you Menu bar, you’ll need to add it:

il FINAL_AGENDA_08282002.doc - Microsoft Word

JEiIe Edit View Insert Format Tools Table Window Help ConvertToPDF <@

JD @E|%|ﬁ@?| C'H;. E@ [E]F‘asteLInFn:lrmatted Cap

A. Right-click on the toolbar, and select “Customize.”
B. Go to the Commands tab, and in the Category, select Macros.

Customize EHE
Toolbars  Commands | Options I

| Cateqories: Commands:
Mail Merge ;I o idobePDFMaker, AukoExec, AddOur =

Forms
Contral Toalbox
Al Commands

,5,33. AdobePDFMaker, AutoExec, Conver

Fants !
AutoText ,53&. AdobePDFMaker  AutoExec, DoPref:
Styles o AdobePDFMaker, AutoExec, Main
Built-in Menus

Pl Menu hd ,5,53, AdobePDFMaker . AutoExec. Restore ;I
Description:

Macro recorded 6/4/02 by BFREY

@l Save in: INormaI.dot vl geyboard...l Clase I

C. On the right side of the pop-up, select the second Adobe macro. This will be the
ConvertToPDF macro.
D. Drag the macro to the Menu bar, which will look like this:

RESEE

AdobePOFMaker AutoExec, ConvertTaPDF Delete
WEWE | ConvertToPDF 4—

E. Right-click on the Macro and rename it to just say: ConvertToPDF. Gy Bl =

Paste Butkon Irnage

Reset Button Image
Edit Butkon Image. ..
Change Button Image *

Default Skyle

’T Text Only (Always) 4—

Text Only (in Menus)
Image and Text

Begin 4 Group

Assign Hyperlink 3
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How do | create an electronic packet?

There are 5 main stages to preparing Electronic Packets:

1. PREPARING DOCUMENTS FOR CONVERSION

. CONVERTING TO PDF

lll. INSERTING ATTACHMENTS

IV. SETTING THE BOOKMARKS, LINKS, AND DOCUMENT PROPERTIES
V. PREPARING FOR WEB POSTING

The instructions below are presented in this order. It is very important to follow these steps when
creating your packet, or you will run into problems (broken links or not properly optimizing for web
viewing, etc).
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I. PREPARING DOCUMENTS FOR CONVERSION / CREATING ACCESSIBLE DOCUMENTS.

= Until Accessibility becomes a priority, steps 1, 4 & 5 of this stage will often be skipped for
the sake of saving time. Please keep in mind, however, that most of these steps are critical
for screen readers to be able to process the final product, and as such should be
considered a normal practice in the creation of electronic packets. DO NOT SKIP STEPS
TWO & THREE.

1. Check all reports for Headers 1 & 2 (Automates Bookmarks)

A. The PC/CC reports have been automatically set up for headers 1&2 (using the style sheets)
beginning with any report created after 12-4-02.
B. For reports created prior to that date, please check that the section headers are showing as
Header 1 and the attachments listing shows as Header 2.
: -
i. To change the style applied to text, select the text (only that J' Ed_t_ : "w T |
Wthh pertains!) Fil= Edit ‘iew Inserl ormakt  Tools
.. _ IDEEa @Ry 0 e
Il.  Go to the Style box in the toolbars and select the Bt vorma T 5
appropriate style to be applied
C. If you need to change the font style, make sure that you make the change in the style sheet
(PC/CC Settings are shown below, other report types will vary in their font settings):
i. Select “Format” from the Menu Bar, click on “Style...”
il. Inthe Styles listing in the left column, click on Heading 1, then click on the “Modify” button
iii. Click on Format, then select Font from the drop-down list
iv. Change the Font to Arial Black, Regular, Size 11, Small Caps; Select OK
V. Modify Paragraph to make sure that “Keep with Next” is NOT checked
Vi. Then click on OK & OK again, then Apply
Vii. Repeat for Heading 2, using Times New Roman, Regular, Size 11 font settings
Format Tools Table Window  ELEG [z]=] E Format = ; PO Font HE
iA Eort... Shyles: Paragraph preview _ Foeg |U'»a(.xw'-wmv | reut ettects |
=N paragraph... e et | : Forki Furd stys e
= Bullets and Nurbering. . 1 Comment Text it Paragraph. .. i
e e CiT— F )
£S Columns. . a:ﬂaﬂaﬁ’ ’ Border... -If"'l\.;“w’ﬂ = I - [ |
Tabs... Cherecter previen —————————————— - Language. .. Font grine: s syl :
A e C.ap.‘: ;:;Sgr\:gkz _ ARaLBmcK _‘ Frangma.ﬁ I_s‘:mmc LI mm j | i d
5% Text Birestion. .. !s‘:;.:iumw o e
@hmﬂi Sl e —— mpeter | Tawews o 7o
B Thene. . i':;,esm—;[ - it o 2
. v e
) AutoFormat. Orgarizer... oo | todhe.. | e |
Style... SURECT
% Glject, . —lca”“‘ Thet 5 & Toan Tyret Eard. This Font well ba tsad on bath prister nd siress.
Lo | Lo ] o |
STEPS: i ii iii iv

Fant... Indents and Spacing  Line and Page Braaks |

Paragraph... Pagination

Tabs... W widow fOrphan control I 3
Border. .. ™ keep lines together ™ Page break before
Language. ..

Frame. .. ™ Suppress line numbers

Mumbering. .. ™ pon't hyphenate
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2. De-colorize the stips and additional information attachments.
A. PLEASE NOTE: Open the CDS version of the document and save into the electronic packets

B.

folder so that you are not modifying the original CDS document.
Select All, and choose Black font coloring - SAVE

3. Scan the signature pages of the reports & all remaining (non-electronic) attachments.

A.
B.

4. Run the Paper Capture plug-in on the scanned documents (for accessibility) .

oo wy>

Flag the pages in the reports that will require scanning
Scan the attachments one report at a time:
i. Open HP Precisionscan Pro (from desktop)

il. Place first document (usually signature page of report) in the automatic document feeder

(ADF) tray
iii. A window will automatically pop up (ADF Scan window),
(1.) Click on “Scan”

(2.)
(3.)

(4.) Title the document by the case number (i.e. 26-UP-02_scans.pdf)
. The document will then scan and save

CoordSpec workgroups folder)

Browse to the electronic packet folder (For Current Planning, the EP folder is in the

Select the appropriate hearing date folder, or create one if their isn’t one already

V. When the scan is complete, a pop-up window will ask you if you want to add more pages

to the document,

(1.) If there are additional attachments to be scanned for that case report, click set the
next attachment on the ADF and click on scan; repeat until all attachments are

added to the pdf
(2.)
(idone!!

Vi. Repeat scanning for each case until completed

If there are no additional attachments needing to be scanned for this case, click on

This program takes a while to run, depending on the number of pages, amount of text
vs graphics, etc. If you want to speed up the process of creating the packets, you can either

skip this step or only use page capture on critical pages (step D would change
to “Current Page* and you’d have to run it manually on each page you want to
capture or “From Page __ to __ " torun a series.

Open PDF file

Click on “Tools” in the Menu Bar

Select “Paper Capture”

Make sure that the “All Pages” option is not checked — do either one page at a

Comments

Compare
Digital Signatures

Paper Capture...

Self-Sign Security
Spelling
Weh Capture

time or a series of pages. Using the All setting isn’t necessary for most cases, and can take a

while to process.

Paper Capture

~— Pages

€ il pages; Primary OCR Language IEninsh sy

¥ Current page

" From page 6 to | 24

PDF Output Style IFormatted Text & Graphics

Downsample Images IMedium {150 dpi}

[ Mok
The Paper Capture Plug-in has a 50 page per

document limit, For greatsr paper capture
needs, use Adobe Acrobat Capture.

Ok I Preferences. ..

Cancel

=
=l
=l
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Click on “Preferences”
Select “Paper Capture” in the left column

. Set the preferences to: English (US), Formatted Text & Graphics, and set the
Downsampling to Medium (150 dpi).

Click on OK, the OK again — this will run the program
Repeat for each PDF file created from scanned images

—T omm

5. Insert alternate text for images
A. Add alternate text to graphic elements in Word documents
i. Open the case reports and make sure that the map insert has alternate text
1.) Open the Case Report
Right-click on the map insert
Select Format Picture
Click on the “Web” tab

Add alternate text — for example: “General Location Map — This site is
located at the southeast corner of Scottsdale and Indian School
Roads.”

arwON

(
(
(
(
(

Format Picture EH

Colors and Lines | Size | Lavout | Picture I Text Box Weh |

Alternative bext:

General Location Map - The site is located at the southwest corner of Shea
and 74th Street,

(6.) Do the same for the Scottsdale Seal

& cun

Copy

E, Paste
Edit Picture
Hide Picture Toolbar
Grouping 3

Order 3

Set Autoshape Defaults

Format Ficture. ..

% Hyperlink..

il. If there are other graphic elements in the report or other Word documents saved in the

case folder, repeat this process on each element.
B. Add alternate text to PowerPoint graphics
i. Open the file and select the entire graphic image

SN T
Danny's Carousel Car Wash 16-UP-1997#2

A

il. Right-click and select Grouping... the click on “Group”
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S

LN b cue
. Copy

'y ﬁ Paste
\

LK) A Fonk...
Y 11 1= Bullets and Numbering. ..
X
My e

<, NI - T

-

Crder E’_“I Ungroup

ﬁ Regroup

Set AutoShape Defaulks
f;,% Cuskom Animation. ..
ﬂb S E SELLTE 5
% Farmat Object...

% Hypetink., .

iii. Right-click on the aerial and select Format Object

iv. Click on the “Web” tab

V. Add alternate text — for example: “Attachment #2 — Context Aerial showing relationship to
neighborhood.”

Vi. Repeat with all PowerPoint Graphics

C. Add Alternate Text to PDF zoning graphics (or any other existing PDF)
i. Open the File
il. Click on Document in the Menu Bar and select “Make Accessible”

created tags listed.

Set Page Action...

Right-click on tag and select “Element Properties”
Name the tag — i.e. “Attachment #4 — Zoning Map”
Add alternate text — for example: “Site currently has Open Space (O-S) zoning.”

L [JFlement Properties

[

T Tag:

=

=

Tags Root

i Mew Child Element 3
Delete Element

Element Proper

Find Artjfacts...
Find Unmarked Comments. ..
Find Unmarked Content...

FEird Element: Eranm Selection
[ereate Ehild Element Fram Selection

V.

V.

VI.

il Toole  Yiew
First Page: Cascade
Freviaus Fage Tile
ezt Eage Cloze All
LLast Fage
[ e Eage.. Todlbars
- HideMenuBar
Lo Do Previous Docume! — Show Clipboard
Gao To Previous Yiew
EY e [ (20 Auticles
[ Tja I Ext Macument Bookmarks
LComments

Insert Pages... Destinations
Extract Pages... Fields
Replace Pages... i@
Welete Pages. . SimetuEs
ConPags. BN
Ratate Pages. . Thumbnailz
Mumber Pages...

Set Span Expansion Tedt...
Set Span Language...

Edit Class Map...
Edit Bole Map...

v Document iz Tagged FDF

Turmn On Associated Content Highlighting
s I B

Click on Window in the Menu Bar and select “Tags” -- A window pops up with the newly

— Main Properties:
Tikle:

Type:

Ackual Text:

Alternate Text:

ID:
Revision Number:
Mumber OF Children:

Language:

I httachment #4 — Zaning Map

I Figure

I Site is currently zoned Central Business

=

| EN-US
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[I. CONVERT EVERYTHING IN ELECTRONIC FORMAT INTO A PDF DOCUMENT — YOU CAN ONLY
DO THIS IF YOU HAVE THE FULL VERSION OF ADOBE ACROBAT!

1. Convert Agendas & Minutes to PDF

A.
B.

C.

Open CDS Meetings to the hearing date in question and/or the electronic packets folder.

Convert all agendas to PDF. (Don't forget the tentative agenda for next hearing.) Rename
using ddmmyyag.pdf format —i.e. 121102ag.pdf.

i. To convert CDS documents, click on the “ConvertToPDF” macro on your Menu bar. If
you don’t have this, see the relevant text in the above section on “What do | need to
start?”

Save the PDFs into the Electronic Packets folder. Convert TaPDF

2. Convert all reports, stips and attachments that are in CDS to PDF format. Save the PDFs into the
Electronic Packets folder. Use the following naming conventions to help the reports and
attachments be grouped by case name and by attachment number.

A.

Start with the PC report and stips in the document window.

i. To convert non-CDS documents in Office, just click on the conversion button or use
Distiller as described below (See Subsection 2.D). J

ii. Save them like casename.pdf. For example: 12up02.pdf or
11zn97-2_#05.pdf

Please Note: Do not save the report name with the # sign — when the file is posted
on-line the web server thinks you’re looking for a bookmark within a document and
won’t find your file! (If your case name is 2-UP-2000#2 and you save it that way, the
program will look for a bookmark named “2” in a file named “2-UP-2000".)

Open the Case Folder and convert the PowerPoint graphics that Josh made (aerials and GP
map). Save as casename_#.pdf.
i. Forexample: 12up02 _#02A.pdf or 11zn97-2_#12.pdf

ii. Open the Zoning map(s). Since they are already in PDF format, just do a quick Save-As
into the electronic packet folder. Remember to name them as shown in the above
example (Sec. 2.B.i.)

If there are any other attachments in electronic format, such as the Traffic Impact Statement,
or any specially made attachments, convert them to PDFs as well.

For other file types, i.e. non-Microsoft Office files, print using Acrobat Distiller.

**You can also use these settings to convert larger files (Word, PowerPoint, etc) to keep
the size down, as the conversion process below also compresses images, efc.

i. To use the Acrobat Distiller, Go To “File” and select “Print”
il. Select Acrobat Distiller as your print output source (instead of a printer)
iii. Select “Properties”
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~Printer
Mame: 258 WSCAPRINT1Y co-current-planning-hpli4600 - Properties |
Shatugr 8 \\SCAPRINT L4 1CC-CommDey-HPDI1 600C -
Tyne: S8 \\SCAPRINT LY 1T -Commbess-HPLI4 100
bt 558 |\ SCAPRINT 141CC- Commbier-HPLISsi o
Where: VWSCAPRINT L} Lcc-current-planning-hplig600 Print to file
LAMMENE Y robat: Distiller
age range — | =
@ al TIOMDET of CopIEs: |1 5‘
(o Current page ™ Selection
" Pages: | v Collate

Enter page numbers and/or page ranges
separated by commas, For example, 1,3,5-12

rZoom

Print what: IDocument j Pages per sheek: |1 page vl
Print: IAII pages in range ﬂ Scale ta paper sizet |Nio Scaling =z

Options... [a]4 I Cancel |

iv. Verify the Page Setup (page size, orientation, and color or b&w)

¥ Acrobat Distiller Properties

dwvanced | Adobe PDF Settings |

—» Paper Sige:l ] Letter j

Paper Source: I Automatically Select j

Copy Count: |1 Ei Copy

[1-3339)

Orientation

% Portrait ™ Landzcape £ Rotated

Color Appearance

" Monochiome @ Color

Ok I Cancel

V. Select the PDF Settings tab

(1.) Check all boxes except the one labeled “Do Not Send Fonts to Distiller” — this is the
only box that should be left UNCHECKED.
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File Option
—i LCompatibility:

a Acrobat Distiller Properties

Page Setup | Advanced Adobe PDF Settings |

[2]x]

Q |
General

I Conwersion 5 ettings: I Packet
€
n

Edit Conversion Settings. .

V¥ Wiew Result In Acrobat

g

i rd PBrompt for the PDF Filename

4

! ¥ Delete log files for successiul jobs

¥ Ask to Replace existing PDF file

conce_|
4

settings. After the first time, just select “Packet.”

(iy From the dropdown list, select “Print”
(i) Select “Edit Conversion Settings” — this will pop up the job options window

(2.) The first time you use the Distiller, you will have to set the conversion

(iii) In the “General” tab, set the compatibility to version 4.0, make sure the “embed

thumbnails” option is NOT selected, and change the resolution to 300 dpi

| Print - Job Options [ %]

General | Cumpressiunl Fonts I Color I Advancedl

| V' Optimize for Fast Web View

| ’ ™ Embed Thumbnails

| ™ Auto-Rotats Pages: Ilndividually 'l

Page Range: (+ Al

| o Erom:l To I
Binding: ILelt 'l

> Besolution: |3DD dpi

— Default Page Size

I Height: [11.0

wiidth: |8.5 Upits: Ilnches 'l

0K

ok |
Save fs... |

Cancel

(iv) In the “Compression” tab, set the compression for all image types to 150 dpi
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Print - Job Options [ %]

General  Compressian | Faonts I Caolar IAdvancedI
oK

Color Image: _
k IBicubicDownsampIingto j |'|5D dpi Save &s... |

far images above: lﬁ dpi

¥ Compression: IAutomatic j
Huality: IMedium j
»ra}lscale Image:
i IBicubic Downzampling to j W dpi
for images above: lﬁ dpi

Cancel

| Compression: [ sutomatic =l

Cuality: IMedium j
monochrome Image:

i IBicubic Downzampling to j 180 dpi

for images above: |225 dpi

| Compression:  [CCITT Group 4 =l

P. Anti-dlias to gray: |4 bit 'l

¥ Compress Test and Line Art

(v) Inthe “Advanced” tab, make sure that only the following options are checked:
e Convert gradients to smooth shades
¢ Resize page and center artwork for EPS files
o Preserve document information from DSC

Packet - Job Options

Generall Compressionl Fonts I Color  Adwvanced |

— O ption
[~ Use Prologue.ps and E pilogue.ps

[~ Allow PostScript file to Override Job Options
™ Preserve Level 2 copypage Semantics

[~ Save Portable Job Ticket inside POF file
™ Illustrator Overprint Mode

’ ¥ Corevert gradients to smooth shades

™ ASCI Farmat

— Document Structuring Conventions [DSC]
¥ Process DSC Comments

[~ Log DSC Warings
’ [V Besize Page and Center Artwork, far EPS Files
™ Praserve EPS Infomation fram DSC
™ Preserve OP| Comments
’ ¥ Preserve Document |nformation from DS C
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3. Create a page “blank” for those report attachments that are too large to scan in. (The usual rule is

that +10 pages is too large unless it’s vital to the readers understanding of the case.)

A. Go to the Electronic Packets\Instructions folder and open the document entitled:

Cow

Pagelnsert.doc

Edit for the appropriate case number, name and attachment information

Save

Convert to PDF and name the attachment as described above.

iwll Page Insert for PDF_doc - Microsoft Word
JEi\e Edit VYiew Insert Format Tools Table Window Help Acrobat ConvertToPDF

JD .‘é&vy|¥;‘g@@PasteUnFormatted‘ﬂvﬂ |% ME
JNormaI - | avial -20-|B I U&Eﬂna|_’; =i

- B7-ZN- 199242
Yillas Verona (gka Morthridge Willas)

Attachment #11. Shes Area Plan

This attachment is onfile at the
City of Scottsdale Current Planning office,
- 7447 E Indian School Road, Suite 105
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[Il. INSERT ALL THE ATTACHMENTS INTO THE REPORTS.
1. Import the attachments into the report PDF. Save frequently!
A. Select Document, Insert Pages.
B. Select all the attachments at once by using the control key.

Select File To Insert HE

Lookjn |29 828 pc = ﬁl

i)
T 12UP02_t02 pdf
T 120UP02_t#028. pdf

KN L i

Filepame:  ["11ZN2002_#12 pf" *T1ZN02_#026.pdf" 11 select |

Files of type: [ Adabe PDF Files [*.pdf] =l Cancel |
Sethings.. |

C. Tell the program to insert the attachments after the last page in the report.

Insert Pages

Insert File:  <Multiple Files >

Location: Infter j

Page

= First

oK I Cancel

D. Make sure that all attachments are properly labeled as “ATTACHMENT #_”. Use the Free
Text application if you need to add a label.

B¢ -2-B& 8BS
ﬁ Mote Tool ]

T m =

; UM FrecText Tool Shift+5

A &1 Sound Attachment Taol — Shift+5
<% Stamp Tool Shift+5

n ;? File &ttachment Tool Shift+3 |

;]Ll + Expand Thiz Button L
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2.

E. If the attachments are imported in a mixed order, which they usually are, reorder the

attachments to be correct (matching the report).
i. Open the Thumbnails tab on the left.

viewing tablet for the thumbnails.

il. Move the attachments to the right order by using the drag and drop method — use
the shift and control keys to select multiple pages. A bold line will appear to show
you where you are about to drop the page (See below).

Line signifies “drop”

location

Outline shows
pages to be moved

B& Adobe Acrobat - [4-ZN-2001#2 report.pdf]

EE\IE Edit Document Tools iew ‘Window Help

Pull the divider to the right to maximize your

—

lcemss (el @ < r | es]eb -@ 00O

[@a B8 T - L BLBSLHT K-

T Thumbnail v

[ signatures ™ cofments " Thumbnails _Bookmarks

L&]
Le]
[2]

If you need to replace a page (i.e. unsigned signature page for
signed page), this is how:

A. Open report PDF. Go to the page to be replaced.

B. In the toolbar, select Document, Replace Pages.

C. Go to the document that you want to import

Select File With Hew Pages

Look in:

| 3820

[ 7] %]

i =) i e

B 112N 02 R0 pel
T 11ZM02_#06.pdf
T 112M02_#09.pdf
2 112M02_#11 pdf
[ 112N02_repart. pdf
T 112N02_stips. pof

Kl

1

T 112N2002_H#01. pok
T 11ZM2002_#12 p
i1 nature.
T 120P02_#02. pdf
T 120P02_tt024, pdf
T 120P02_#03

File name:;

[11ZN 2002_signature. pdf

Files of type:  |Adobe PDF Files [~ p)

Settings... |

SCOTTSDA

To: |
From: |
Meeting Date: .

ITEM IN BRI

Action:

7320 E Camelba
Request for site
located at 7320
zoning.
4-ZN-2001#2

Purpose:
The purpose of tl
addition to an exi

Location:
+ 7320 E Came

Key Considerati
+  Site Plan mos
approval per

«  The requesty

continued for
architecture ¢

+ The project ir

plus the prop

+ Thesiteisin
+ The applican

neighbers; 2¢
submitted an
or phone call

Applicant/Owne
dude Nau

Thumbnails

GV ERM Tool: Yiew “Window Help
Eirat Bage [EtriEstttEal
Ereyious Fage -

Mext Page B

Last Page Chrl+5Shift+Pg |
Go ToPage... Chrl+M

(i T Bresine Mocumert AltS kit
Go To Previous View Alt+<-

[eri Ty et Wi e

5 i I et [t me st Ab+E i
Inzert Pages... Chrl+5 hift+l

Extract Pages...

Replac

Lelete Pages. .

Crl+5 hift+D

Crop Pages...
Ratate Pages...

Chel+T
Chrl+R
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D. Tell the program which page you want to replace and how many pages of the new document
you want to import. Default is 1 page for 1 page.

Replace Pages [ x|

— Criginal

Replace Pages: I b

in "11ZM0Z_report, pdf

Tar I 3 of 5

— Replacement

From

iiith Pages: I 1 To: 1ofl

"11ZM2002 _signature, pdf*

o]

Cancel

3. Rotating Pages

of 1

Cancel

A. Go to the page that needs to be rotated
B. Select Document, Rotate Pages (or use the keyboard shortcut: Ctrl-R)
C. Choose your direction of rotation
D. Click OK
E. 1t will ask if you are sure, click Yes
F. Save
PN Tool: Yiew Window Help Rotate |:|ages
ErstPane Ehl+Shift+Ea [ E
Frevious Page <
HertFege < Direction: ICountercIDckwise a0 deqrees E
Last Fage CtrlxShift+Fg D - - e ———
. i — PageR l._|_|ur|tr|_ > 90 deqrees
Clockwise 90 degrees
(G T Freyious Dauments AlShitc Al
{5 i Freyinns: e b - 180 degrees
[ Tio st i Bl = Selection
[ T W vt [MeELment At Sttt -
Inzert Pages... Chil+5Shift+ g Pages From: 1 To I 1
Extract Pages...
Replace Pages... Rotate: |Even and Odd Pages i
Welete Fages... [Eirl St I d J
LCrop Pages. Chl+T IPEQES af Ay Orientation j
Fiotate Pag Chl+R
Mumber Pages...
Set Page Actian... Ok I
Make Accessible
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V. SET THE BOOKMARKS, HYPERLINKS, AND DOCUMENT PROPERTIES.
1. Create bookmarks. Save frequently to avoid any problems!
A. Click on the bookmarks tab on the left.

B. If you have a decent set of bookmarks by default — you’re lucky.
Otherwise, delete all the existing bookmarks (select the top one, hold
the shift key and select the last one, then delete). If there are any
good ones, you don’t have to delete them.

C. Start on the top of the first page and create a new bookmark.

I. To create a bookmark, you MUST be on the page that you
want the bookmark to link to.

il. You can create a new bookmark using several methods; use
whichever is most comfortable for you. You can:

(1.) Click on Bookmark, New Bookmark (as shown below),

(2.) Use the New Bookmark button ﬂ or
(3.) Use the [Ctrl-B] keyboard shortcut.

Bl @ @& |Bookmark ™ |I

Mews Bookmnark

Mew Bookmarks fram Structure. .

Scottsdale Pla
11-FN-2002

Ctrl+B

Expand Current Bookmark

v Highlight Curmrent Eookmark.

Hide After ze
THT

- =

iii. Title the first bookmark by the Case No and Name. Press Enter.
iv. Right-click on the bookmark, and select Properties.
V. Set the Appearance Style to Bold.

Bookmark Properties E

[ Action

Tyvpe: [ERCRE]

Use the toolbar, menus and/or mouse to go ta the File,
page and view to be displayed.

Use this button ko modify the destination view For this
action.

Edit Destination |

Page 1

— Appearance

Color: IE
_h Style: |Baold -

Sek Action Cancel |

Bookmarks

'I-'.P:Jr.l.{hnalls

3o to Bookmark:

Delete
Set Dezstination
Rename
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D. Create bookmarks for all of the main sections of the report, and one for each attachment. Use
the outline structure shown below. (Should be almost automatic with cases starting in 2003 —
See section I.1.A.)

] File Edt Document Took Yiew Window Help

B @ B Bookmark v

=5 DZZZN![II]Z - Granite Reef Office =
- Request

{7 Owner

- Applicant Cantact

-0 Location

-] Background

{ ] Applicant's Proposal

Y Impact Analysis

i ] Options & Staff Recormmendation
{] Staff Contact

B[] Attachments

(71 Applicant's Narative
32. Context Aerial

- ]2A. Aerial Closs-up

[13. Land Use Map

{14, Existing Zoning

(144 Proposed Zoning

{15, Stipulations

- 1B Additional Infarmation
[17.  Supplemental Informatian
- 18, Traffic Impact Analysis
]9. Citizen Irnvolvernent (on file)
{710 Sits Plan

of]

i. To build the “tree” structure, as shown above, select the bookmarks that you want to move
(use the shift key!) and drag the bookmarks to the location that you want to drop them. A
line will appear to show you where they’ll drop (See Below).

-] Options and Staff Recommendati
- 1Gtaff Contact

i thig Drigvielo

Signatures ‘% Cofiments

-]
-8
-
-]

E. Verify Bookmarks |

7

i. Select the “hand” from the toolbar (resumes neutral functions) i |

il. Click on each bookmark to verify that the location of the bookmark is set to the correct
page

iii. If a bookmark is not set correctly, reset the destination

Right-click on the bookmark

Select “Properties”

Use the arrows or the page numbers to go to the correct page

Click on “Edit Destination” to change the bookmark destination

Click on “Set Action” to save your changes and close the
window

Go to Bookmark,

Delete
Set Destination
Rename

AN AN AN N N
AP OWON-=-
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Bookmark Properties x|

— Action

Type: IGo b View j

Use the toolbar, menus andfor mouse to go ko the File,
page and wiew ta be displayed.

Use this button to modify the destination view For this
action.

_» Edit Destination |

— Appearance
Color: E
Syle; IPIain 'l

Set Action Cancel |

2. Create links to the attachment pages from the attachment list on the last page of the report.
A. Go to the last page of the report.

Open the Bookmarks tab if it’s not open already. (That will make it easier for you to set

B.

the links.)
C. Select the link tool on your toolbar. It looks like a little 2-link chain. %
D.

Draw a box around the attachment line.

B Ao Aciobal - [72-7H 2007 - ranite Resl Difice]

Tl E¥ Doomert Toch Yew Wirdon Heb
B ¥ B Beolmak=
E L) EREN 00 - Granite Heef Office =

A -1_ A T ——— 4_
Sl . ‘ondext Acral
] (A, Aenal Close-Up |
e [4A Proposed Zoning |
2 5, Stpulasicas |
ﬂ.'.-. [ Additioral Information
Je & Taffic Summary |
e izen Involvement
j'g [i6. " Site Plan
Je
{10

E. Inthe pop-up box (see below), make sure that the appearance type is set to invisible.

Link Properties [ %]

Appearance
4{ Type: (NEEEERE Y ~

Highlight: IInvert 'I

Action
4{1}»93: IGU b Wiew j

Use the toolbar, menus andfar mouse to go ko the file,
page and view to be displayed.

Fit the visible portion of the current page in the
destination window.

_» Magnification: IFit Wi hd

Page S

Set Link. Cancel
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F. Set the action type to “Go To View” and the magnification to “Fit View” (which should be the
default settings).

G. Click on the bookmark for that attachment. This will take the documents to that attachment
page, but the pop-up box will remain above the page. If you don’t do this, you’ll set the link
to go nowhere.

H. Click on “Set Link.”

|.  The program will take you back to the attachment list on the last page of the report. Continue
setting links until all attachments are done.

3. Create PDF document properties. This will create a document title, search keywords, etc.
A. Select File, Document Properties, Summary.

Adobe Acrobat - [22-ZN-2002 - Granite Reef Office]

ﬂ I3W Edit Document Tool: Wiew Window Help

E Open... Chil+0 » | = [115% - ® D
‘— Open'web Page... Ctrl+Shift-+0 ‘ = | IE
‘E Open as Adobe POE... Ul tl: L;"; T -
LCloze Chrl+iws
£ Save Clrl+5
=
E Save s Ctrl+5hift+5
% FRevert
&
I |mpaort 3
Export 3 =
w E
£ SendMal. Planning Coi
=
£
Bl Document Properties Summary... Chil+D
" Document Secu ... Chil+Alt+5 (pen Optiors...
Batch Processing ¥ Fonts.. Chil+Alt+F
Wpload Eemmerits Trapping Key...
Embedded Data Objects...
Page Setup.. ChibShitep o0 02 THEES
Brint Chlsp Agsociated |ndex. ..
[+|
- ! Document Metadata...
1 PhA222N-2002_12-11 pe.pdf Base URL...

B. Create the Summary Information as shown below:
o Set the Title as Case Number and Name
e Set the Subject as DD-MM-YY Planning Commission Report
e Set the Author as City of Scottsdale — Current Planning Services
o Set Keywords: Number, Name, Planning Commission, DD-MM-YY.

e >

File: P:1PInoDevservices). . \22-ZM-2002_12-11pc,pdf

Title: I §22-ZN-2IIIIZI2 - Granite Reef Office

Subject: I 12-11-0Z2 Planning Commission Repart

Bukhor: I ity of Scoktsdale - Current Planning

keywords: I Z22-EM-2002, Granike Reef Office, 12-11-02, Planning Commission

Binding: ILeFt Edge j

4. Setthe Document’s opening properties.
A. Select File, Document Properties, Open Options
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B. Set the options as shown below:

Initial View settings: Bookmarks & Page; Page 1; Fit Width; Single Page
Window Options: Open in Full Screen Mode; Show Document Title

Use Interface Options: Hide Toolbar

Document Open Options E

— Initial view
&' Bookmarks and Page
¢ Thumbnails and Page

Page Mumber: I 1 of 21

Magnification: I Fit width ﬂ

Page Layouk: ISingIe Page j

— iindow Options

r Center \Window On Screen
[ open In Full Screen Made
V¥ Display Document Title

[™ Resize Window To Initial Page [ Hide Menubar

Iser Interface Options

W Hide Toolbar
™ Hide window Contrals

oK I Cancel
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V. PREPARING FOR WEB POSTING.

1. When ALL changes/additions, etc are complete, “Save As” over the original file. This will
optimize the PDF for web viewing (allowing the user to “download” one page at a time
rather than requiring the whole file to pull at once, which would take forever).

2. SAVE A COPY of the reports to the CDS Case Folder!!!
3. Combine the contents of the packet into one file.
A. Set the bookmarks as shown below:
B. Set the links from the agenda to the reports.
C. Set the Document Properties and Open Options.
D. Save-As to optimize for web!!

4. Save the packet, agendas and minutes in the Shared Folder (minutes and agendas will be placed
as separate files in the appropriate hearing date, so they will be kept separately as well as being in
the packet document):

\ \PIngDevShare\CurrentPlanning\WebPosting\

5. E-mail Michelle Dalton that the files are ready to post--remind her where the files are (path shown
above).
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. . Optimized for

Packet Contents Converted @Bookmarks | Properties Open Options Web Viewing Complete

Final Agenda

Study Session Agenda

Tentative Agenda

Converted/ . . Open Optimized | Saved to

Agenda Items:

g Scanned Assembled | Bookmarks Links Properties Options for Web CDS Complete
# Minutes
# Initiations or Other Action Item(s)

# Withdrawals

# Continuances

# Expeditited Agenda

# Regular Agenda
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